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DD/M&S 73-1936

17 MAY 1973
MEMORANDUM FOR: Inspector General
SUBJECT : Appointment of Senior Personnel to Key Assignments
Outside Their Components
REFERENCES . A. ES/MC Memo dtd 22 Mar 73, subj: Review of

Key Assignments and Appointments

B. ES/MC Memo dtd 19 Apr 73, subj: Appointment
of Senior Personnel to Key Assignments Outside
Their Components

C. Memo frm DD/M&S to ES/MC, dtd 11 Apr 73,
subj: Review of Key Assignments and Appointments

D. Memo frm IG to DD/I, DD/M&S, DD/O, and
DD/S&T, dtd 2 May 73, same subj

As requested in Reference D, I have identified ten positions within
the Management and Services Directorate which I feel could be encumbered
by officers from another Directorate between now and the end of FY 1974,
Although I previously identified in Reference C more than ten positions for
consideration for occupancy by officers from another Directorate, some of
the requirements have already been filled from within the Management and
Services Directorate and others will not be available for occupancy between
now and the end of FY 1974. Attachment A contains a listing of the ten
positions identified within the Management and Sexvices Directorate as well
as a date on which the position will be available for occupancy. In addition,
position descriptions (Attachment B) are attached for each of the ten positions
identified as well as a statement of the minimum qualifications required in a
candidate selected for such positions.

25%1

HAROLD L.. BROWNMAN
Deputy Director
for
Management and Services

Attachments

J——
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Position

Office of Logistics

C/PSD/OL - (GS-16)
DC/PSD/OL - (GS-15)

Office of Personnel

Pers Off (Spec. Asst for Co-op
Programs) - (GS-15)

Office of Training

Deputy Director of Training - (GS-17)

C/Training Resources Group, DTS - (GS-15)

C/Coordination Staff, DTS - (GS-15)

Chief, Operations School - (GS-16)

Chief, Support School - (GS-16)

Office of Joint Computer Support

Director/OJCS (GS-18 Position) or
Deputy Director/OJCS (GS-17 Po—s—ition)
(A position description is attached on
the Deputy Director's position only.

Naturally, the Director's position would

have similar responsibilities. )

DC/Ops Division - (GS-15)

COlvei

lﬂf :1.
l.‘“:;%

k]
“ 32

P

Date Available

26 May 1973

29 March 1974

June 1973

Now - position is vacant
Now - Incumbent retiring 30 June 1973
Now - Incumbent retiring 30 June 1973

o/a 30 June 1974 - when incumbent
rotates

o/a 30 June 1974 (or earlier if suitable
rotational assignment available to
present incumbent who is GS-15 ST
Careerist)

One of the two positions will
probably become available in July
or August 1973.

31 December 1973

STAT
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S.E-C-R-E-T

iZhief, Printing Services Divisica, Office of Logistics

L SKILLS:
Knowledge of commercial and ¢olor printing and photographic
aspects of logiatical support to Agency programs and operations.
Ability to plan, develop, coordinate, and provide printing and
photographic support to th: Agency through CIA, Goverament Printing
Office, and commercial facilities.

II. RESPONSIBILITIES:

Plans and directs the production of:xabnonaeariadoootorgoacmixakesy
a1l  spaesislizedcprinting, reproduction, and photogrephic procerssing of
materials 10 meet Agency needs in Agency plants or other government
or commercial facilities as sppropriate.

Advises and guides operating officiale on the development of
printing requirements, and on printing and allied procedures, methods.
and capabilities available in the Agency or elsewhere through Agency
chanhnels,

Controls acquisition of materials and equipment in Agency print-
ing, reproduction, and photographic copying areas.

Assures appropriate maintenance and replacement of printing
and photographic plant equipment.

111, DECISIONS:

Svhject to policy guidance from the Director of Logistics:

Determines which facilities within and cutside the Agency shall
be utilized for printing requests.

Makes printing commitments sroddghosmioroasoadmx-tae -
wegoesi&y for all work required hy the Apency and by other poverpment
Agencies supported.

i¥, CONTACTS:

A —

Personal contacts with:

The Public Printer, representatives of the Joint Committes on
Printing, and officials of the Department of State and AEC, to discuss
and make commitmants regarding their needs for printing support.

Officials of GPO and commercial printing organizations to arrange
for printing support to Agency requirements and exchange information
on printing and allied processes, procedures, and equipment.

Agency personnel ir 81l Directorates ard at a1l levels.

Anendments as of 2/71.
$-E~-C~-R-E-T
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. ‘u':‘ . f+ STANDARD P.D, HUMBER 20.S Xl Coilbiiol S V B
' POSITION DESCRIPTION

GUAGE CUOE 5. PAD CONCURRENCE 6. REASON FOR SUBMIS3ION . .
o . EPRERRFLIE N
- " W ' \l
;;errm POSITION TITLE SCHEDULE |0CCUPATION CODE|GRADE] INITIALS| ' -"." DATE
‘ w | 17
" I1TIATING A 58 (‘7 :( “(/?' :
L} E A

i"-»‘;’”” Priuting Production Spceeialisd us! 1152.09 | 3 ey 7 0 Cey
{3, ORGANEZATIONAL TITLE OF POSITION (1F #ny) 9. NAME OF EMPLOYEE e 4
| Deputy Caief, Printing Scervices Divisien " 7
10 ORGANIZATIONAL LOCATIGN OF FOSITION ". CERTIFICATION
}" orFyee . This la a complete and accurate doscription of
! Deputy Director for Management and Services “tho dutiesa endresponeibilitiew of this pouuon.
{ﬂ. CIYISION OR STAFF A, ENPLOYEL
i _Office of Loglstics : B Cer -

€. BRANCH ¥. SUPEAVISOR ) B
o - . B | NlepP 8-
_Printlaz Servicss Divislon Ny f STAT
{0, SECTION c. orrice nuuscnunv?}/j / .
_Oxfler of Chief L UGLTTEAN \3/°¢y
it, UNEY I 0, : . ,
!
hra. DESCRIPTION OF DUTIES, RESPONSIBILITIES AND GUALIFICATION REOU!REMENTS

I+ Dutles ond Responsibilitiess e s

. Urnder dlrvection of the Chief; Prinding flervicen Division, eerves as Deputy
Chief of the Division, and in thig capoclty shares regponsibility Jor the diveesion ard
“eration of an Apency-vuide mrinting progeam and for providing 4hs Agency, ational -

« wwctity Council, Atomle Bnevgy Commisslon, and the Departuent of Stote with o varicty
¢ of printing services. (Noteweouch scrvices are distinet frea tho doowmentation services
. Provided by the Tecunleal Bervices Division, DD/S&T) Specifically: o .

[

o A e A L 4 e o m e na

L. Shaves reaponsibility for the Planning end drecting of printing, dupliention,
biading, and distridvuting of a wrlety of moterdial cuch es Torug, publications,
c - mupdets, brochuves, ddegrome s charss, mops, drawings, photographs, wotion ploture
g Liimg end related material through the use of such equirnent or proceasces ast

6. Linotype, teletypesaetier, worotype, monopnots, hand componition,
o verityper, jJustovritor, and otiwer cuch equirnonde

: Ve Offacl, ledterprens » wultilita, ditts, o RSO ERapa pednbing.

c. Faotostat, ownlld, Xoron Copyfdo. : :

s &,  Comercind photograrhy (incduding ecler ond noidon ploturo equizment ).
. © e. Mleroghotogrophy. : o . . ‘
P fo Dindery equinnond. . : '

j - 8« AMdressogrepin ond grophobyps eruipmend,

1

ST"; Ta. Shares technical supervislon over all Aganey printivg faeilitles, volh beadmunrters
: | Frl eondnets pevdodie Anstecidon of such dnstolintions o insuvs offietiend
ation sod wenting willdenilen e eodvmen’ med varooneek Consdobond Ulth pocuzity

N &
EARGRRA S Rt 64180 :

- N

.
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“Aspists in providing technical adviee apd consultation to Agency O0flizials with

respoct Lo advlising then on the resolution of printing, reproduction, rhotography,

+ bindery oxr related probleas and edvising on entire printing programs.

Direchs and/or agsists in the conducting of special or recurcing studies or invesT
fations designed to measure and evalunte {on a quantitative, qualitative, s wel
o on a cost basls) those priuting services belng provided to or reguired by the
Agency and the National: ‘Security Counecll; publicotions being produced or conteme
plated for production; printing and reproduction equipment being used or for whi
purchagse is contemplated; utilization of Personnel in the printing and repro-
duction proceases; ete. As a result of findings produced as a result of such
studies, inltiates hnecessary remedial action. :

In the absence of the Chief, Printing Services Division, serves ac Agency repres.
sentative in ell contacts with the Congressional Joint Committee on Printing

regording Agency printing matters.

Keeps currently abreast of all new or revised technical developments in the _
fields of printing, reproduction, binding, microphotegraphy, and rhotography 4in -
ovder to ascertain equipment, procesees or techniques which might possibly be
caopled by the Agency us a means of rroviding more economical or improved service.
Recoends and inltintes Agency-financed research in the grophic arts field vhere
Ceemed necessary 4o resolve specific techuical Problema, Coordinates all such
Agency-financed renearch. '

Assiats in the planuipg end directing the overall mansgement of the activities
of the Printing Services Division. Maintains e constant surveillance of the

. ontivities of the Division through direct observation ond personal inspection

Q.

10,

of installation, couipnent, facilities, operations, proeesses, work load
condltions, work lead scheduling, ete. » for the puwrpose of assuring that cpaxraticns
we conducted in an efflcient and econonical mannes. ’

Mokes epecial studies desigred to produce adequate solutions +o anticipoted
fubtwre provlems, headquorters and field, reloting to volume or gquality of
ecrvices, equipient or persomnel to be required. .

Asaiots in the development of regulotions, nubir:@é, instructions, or other
vrititen docunents desipned 40 reduce to welting procedwres, methods, processes,
ocr bechnlgues pertnlaing to the Agency-wide printing vrogran.

Serves os Lialson Officer for the Divisicn with othes components of the Agency,
other Goverment Agencles, and commercisl eoncerns Lo assure maxinum gver-all
eficiency, econcmy, ond control over Ageney printing operations.

Assists dn the pleaning o dirvecting, in collaboration with YLogistics Personuvel
Office, personnel wanagement setivities lnvolving the reerulltment, selection,
assigmment, rcassigument, pranotion, dleeiplining, ceporation, salary end wage
adatnistration, rotation, traluing, enrecry davelopnent and nanngement, or similap

S o roleted ectbivition dosisgrad $o of¥ect the wornly, mobivabion, develomnont , exd

hornondlous cooperatica ol yoronzod, osolonad 4o tha FrdreSdne ootat o B0l e,

L e 2l e
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Serves as Chief, Frinting Services Division, in the sbsence of that individual.
ke SUPERVISION RECHIVED

Incunbent of this pooition is under the enerni suparvicl X :
I::intin{; Sewlc?ts Divislon, and receives guldance gnly in tgg fornE; 8? ﬁfngprcgégi&
E'CuUltB to be attained. Work ccapletad by incumbent i3 reviewed by the Chief, Printd
Scrvices Division only in torms of inal rrogram objectives cbiained and In terms of 9

the genoral effectivencss end efficicncy with which printing sexvices are provided.
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11 may 1973

MEMORANDUM FOR: Deputy Director for Management and Services

FROM : Director of Personnel

SUBJECT : Appointment of Senior Personnel to Key
Assignments Outside Their Components

REFERENCE : Memo for Deputy Directors fr IG, dtd 2 May 73,
same subj

1. This memorandum is for your information,

o2, In accordance with your request, I have reviewed my report of key
agssignments. In view of recent changes, a revision to the report is

necessary.
STAT
3. In the section, Deputy Dipectar for Recruitment and Placement, the

STAT original report indicated that N Personnel Officer-DD, STAT

GS-16, would be replaced by Mr, in June 1973. It has now been
STAT determined that Mr, | [:::::::] J GS-ID, Special Assistant for Co-op

Programg, will replace Mr, This action will then create the fol-

lowing vacancy:

Personnel Officer (Special Asst for Co-op Programs), GS-15
STAT

Present Incumbent: | |GS-15

Planned Replacement on or before 31 December 1973: Ten-
tative plans are to assign a senior personnel officer
to thig position.,

Date of Replacement: June 1973

Tncumbent to Move to: Deputy Director for Recrultment and
Placement

Appointment Open to Another Component: TYes

Regponsibilities

The incumbent of this position i1s responsible for planning,
organizing, and maintaining the Co-op and Summer Intern Programs for the
Agency. This involves working with key officials throughout the Agency in

Approved For Release 2006/11/01 : CIA-RDP84-00780R005400100023-9
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developing Co-op and Summer Intern requirements, determining the appropriate
colleges and universities that can besgt £ill requirements, establishing
recruiting schedules for personal visits to colleges and universities for the
purpose of reviewing and explaining the Co-op and Summer Intern Programs to
gsenior officials, and conducting interviews and selecting students for the
Programs, Monitors the processing of students into the Programs, follows up
with students during their participation in the Programs, and maintains con-
tacts with office supervisors and with appropriate officials in the colleges
and universities in order that everyone is currently informed on the progress
and activities of students. Develops briefing programs for Summer Interns
which involves arranging for senior Agency officials to meet and brief parti-
cipants,.

Qualifications

Academic: The incumbent must have an advanced degree from an
accredited college or university. A doctorate is desirable but not necessary.

Knowledge: The incumbent should have an extremely good knowledge
of the organization, functions, positions, and key officials of the Agency.

Ability: The incumbent should have the ability to:
a, Work well with a wide range of people including Division
Chiefs, Office Heads, Deputy Directors, other senior personnel in the Agency,

deans, college presidents, other officlals at the college and university level,
and students;

b. Meet with officials of colleges, universities, and the Agency
to digcuss the various facets of the Co-op and Summer Intern Programs;

c. Analyze and evaluate programs and make necessary revisions
to procedures, policies, etc.;

d, Write clear and concise letters, memoranda, and reports.

4, At the present time, the above described position is the only posi-
tion for which a replacement will be necegsary during calendar year 1973.

STAT

Harry B. Fisher
Director of Personnel

Approved For Release 2006/11/01 : CIA-RDP84-00780R005400100023-9
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GONFIDENTIAL

11 may 1973

MEMORANDUM FOR: Deputy Director for Management and Services

SUBJECT : Appointment of Senior Persomnel to Key Assignments

Outside Their Components

REFERENCE : Memo dtd 2 May 73 to DD/I, DD/M§S, DD/O, DD/S§T,
fm Inspector General, same subject

1. Pursuant to referent, the Office of Training has the
following specific key positions available to officers from other
components between now and the end of 30 June 1974:

Date Available

Grade of
Key Assignment Position
Deputy Director of Training GS-17

Chief, Training Resources Group, DTS GS-15

Chief, Coordination Staff, DIS GS-15
Chief, Operations School GS-16
Chief, Support School GS-16

Now - position is vacant

Now - Incumbent retiring
30 June 1973

Now - Incumbent retiring
30 June 1973

o/a 30 June 1974 - when
Incumbent rotates

o/a 30 June 1974 (or earlier
if suitable rotational
assignment available to
present Incumbent who is GS-15
ST Careerist)

2. Attached is a complete description of the duties of each of

the above positions.

GONFIDENTIAL

25X1
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GONFIDENTIAL

3. The minimm qualifications required in candidates
for the above positions are:

a. DDIR - GS-17 (or 16) Officer with back-
~ground as senior editor (or senior analyst with
significant editing experience) and substantive

knowledge of one or more major disciplines in DD/I,

DD/S&T, or ONE. 25X1

b. Chief, Training Resources Group,
GS-15 (or 14) Officer with significant operational
experience in DD/O including senior case officer
duties in at least 2 different overseas locations.
Preference will be given to candidate with experience
at Deputy Chief of Station level or better.

25X1

c. Chief, Coordination Staff,[:::::]same
qualifications as (b) above.

d. Chief, Operations School - GS-16 (or senior
15) Officer with significant operational experience
in DD/O including at least one assignment as a Chief
of Station.

e. Chief, Support School - GS-16 (or senior
15) Officer with proven ability in supervisory and
management assignments and substantive knowledge of
Administrative and management disciplines.

25X1

yloz FUGH T. CONNINGAAM /]

Director of Training

Att

GONFIDENTIAL
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CONFIDENTIAL

Deputy Director of Training

SKILLS:

Knowledge of Agency programs, with respect to training requirements
to be levied on the Office of Training.

Knowledge of executive planning, including policy and program formula-
tion for major Agency programs.

Knowledge of professional teaching principles, methods, and techniques.

Ability to plan, organize, and administer a variety of training programs
to meet the needs of the Agency,

RESPONSIBILITIES:

In collaboration with the Director of Training, shares in his overall
responsibilities for:

Formulation and control of Agency training policy regarding the develop-
ment and promulgation of training programs, doctrines, methods, standards,
and procedures.

Development of training policies and plans governing the training of
Agency personnel in external facilities.

Control, in collaboration with Directors and Staff Chiefs, of covert
training programs in the U, S. and overseas.

Rendering staff assistance to and representing the Director on training
policy and programs involving interdepartmental coordination.

ITII. DECISIONS:

Iv.

Subject to policy guidance from the Director of Training:

Formulates Agency training policies, doctrines, methods, standards,
and procedures.

Determines personnel, equipment, and facilities required to accomplish
the mission of OTR.

CONTACTS:

Personal contacts with program officials of the Agency with respect to
establishment of training policies, programs, and plans.

Training chiefs in other governmental agencies and heads of academic
institutions and learned societies, both within U.S. and abroad, regarding
the establishment and administration of external training.

GONFIDENTIAL
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GORFIDENTIAL

Chief, Training and Resources Group,
Position # 1573

A current position description is not available at the present time. The

following duties are taken from the present incumbent's current fitness report.

1. Management and organization of the training materials.

25X1

2. Supervision of the Library.

3. Serves as Instructor in the Basic Operations Course.
4, Acts as counselor to students

5. Supervises three employees.

GONFIDENTIAL

L
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CONFIDENTIAL

25X1
Chief, Coordination Staff,
Position # 1541
A current position description is not available at the present time. The
following duties are taken from the present incumbent's current fitness report.
25X1

1. Officer in Charge of the Basic Operations Course.

3. Supervises one assistant. #

4, Plans, prepares, and presents instructional materials.

GORFIBENTIAL

Approved For Release 2006/11/01 : CIA-RDP84-00780R005400100023-9
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II.

ITI.

IV.
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CONFIGERTIAL

Chief, Operations School, OTR

RD
E

SKILLS:

Knowledge of Agency clandestine programs, relating
specifically to requirements for operational training.
Knowledge of professional teaching principles,

methods, and techniques and their application in the
development of major training programs and courses for
clandestine operations.

RESPONSIBILITIES:

Develops, in collaboration with appropriate Office
and Staff heads, training requirements for clandestine
operations.

Plans, develops, directs, and coordinates basic,

intermediate, advanced, and specialized clandestine
anaratianc cn1rses nresented at+ Heodaonarters |

pnd general and specialized administrative
courses required to support headquarters components
and field stations.

Provides, in conjunction with the Assessment and
Evaluation Staff, Office of Medical Services, the
necessary testing and evaluation of students, courses,
and training results.

Provides technical support to clandestine operations
training conducted overseas by other Agency components.,

DECISIONS:

Subject to the policy guidance of the Director of

Training:

Determines Agency training needs with respect
to clandestine operations.

Determines content and duration of operational
training courses.

Determines personnel, equipment, and facilities
required to accomplish the training mission of the Operations
School.

CONTACTS:

Personal contacts with:

Senior officials of the Clandestine Services regarding
the establishment or modification of training courses,
approval of course curricula, evaluation of training.

Representatives of other intelligence services regarding
operational training matters of common interest.

COHFIUENTIAL

Approved For Release 2006/11/01 : CIA-RDP84-00780R005400100023-9
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CONFIBENTIAL

Chief, Support School, OTR

I, SKILLS:

Knowledge of Agency programs, relating particularly to training
and requirements in current management principles, methods and
techniques and their application in operational situations. Knowledge
of concepts, activities and practices relating to administrative support
provided to Headquarters components and field stations. Knowledge of
the inter-relationships of the Intelligence Community and applied
principles of administration in furtherance of the career development
of mid-careerists and senior officers. Knowledge of occupational
skills and subject matter associated with a clerical training program.

Knowledge of professional teaching principles, methods, and
techniques and their application in the development and administration
of management, support services, mid-career and senior officers, and
clerical training programs.

II. RESPONSIBILITIES:

Determines course objectives and requirements at the basic,
intermediate, and advanced experience levels in the fields of manage-
ment, support services and clerical skills.

Plans, develops, directs and coordinates training courses in
intermediate and advanced management methods and techniques;
support services concepts, activities and practices; intelligence and
management principles and processes in relation to the continued
development of mid-careerists and senior officers; and clerical skills
and subjects.

Provides advice and assistance to other Offices of the Agency
concerning the development and conduct of their internal training in
fields which relate to interests of the Support School.

III. DECISIONS:

Subject to the policy guidance of the Director of Training:

Determines scope of training courses for Agency personnel in
management methods and techniques, administrative support to Agency
activities and operations, substantive knowledges and skills necessary
for insuring career development of mid-careerists and senior officers,
and clerical skills and subjects.

Determines personnel, equipment and facilities required to accomplish
the training mission of the Support School.

CORFICENTIAL
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IV. CONTACTS:

Personal contacts with:
Program and operating officials of the Agency relative to
training requirements, content of courses, and guest lecturing.
Officials at the highest levels of government and the academic
world to elicit their willingness to participate in training courses
conducted by the Support School.

CONFIDENTIAL

-2~
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OFFICE OF JOINT COMPUTER SUPPORT

Description of Duties for Deputy Director, Office of Joint
Computer Support

In collaboration with the Director, Office of Joint Computer
Support, shares in the technical aspects of his responsibilities
as follows:

Plans, directs, and coordinates the systems analysis,
systems design, and computer programming facets of a
centralized ADP installation.

Monitors Agency ADP operations to further 1ntersystem
coordination, compatibility, and blending.

Keeps abreast of trends and developments in the ADP
field, Instigates and monitors research programs and projects.

Represents the Agency in interagency endeavors in ADP.
Subject to policy guidance and direction from the Director, Office
of Joint Computer Support, shares in:

Determining scope, configuration, and capabilities of
advanced data processing systems.

Determining proper ADP program development for the Agency.
Determining feasibility of proposed data processing

systems in terms of responsiveness to customer requirements,
efficiency of operations, and informational by-products.

Contacts program officials in Government and industry, to
develop research projects, ascertain developments and trends,
and explore areas of mutual endeavor.

Contacts senior Agency officials, to influence and promote
courses of action favorable to ADP resources and capabilities.

Minimum Qualifications

Knowledge of Automatic Data Processing (ADP) technology
including trends and developments in digital computer systems

T . . Wik
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analysis, information storage and retrieval, language processing
systems, computer programming of data for both batch and
real-time situations, and hardware configurations and
capabilities.

Knowledge of concepts, methods, and techniques of systems
programming (e.g. monitor systems, utility programs, executive
routines, etc.).

Knowledge of operation research theory, principles, and
techniques in relation to ADP,

Knowledge of the complexity of various subject matter
fields in relation to computer programming.

Knowledge of Agency management concepts, responsibilities,
and functions and their adaptation to ADP.
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OFFICE OF JOINT COMPUTER SUPPORT

Description of Duties for Deputy Chief, Operations Division, GS-15

Completes special assignments related to Computer
Center activities such as: analysis of the Computer Center
workload, determination of reliability and effectiveness of
engineers preventive maintenance program, auditing the
performance of specific data processing activities, and analysis
of purchase versus lease considerations of equipment installed
and on order, prepares and effects changes in operating pro-
cedures, system conventions, production, support services and
hardware which will improve operations and/or services pro-
vided by the organization.

Assists Chief, Operations Division in developing plans
for backup computer support with other Government Agencies
and Commercial Data Centers to cover periods of prolonged
down time and peak workload. Coordinates actual requirements
as they occur. Is point of contact for reciprocal backup
services.

Negotiates with computer manufacturers' representatives
on such matters as allowances for non-productive computer
usage due to equipment failure, prolonged periods of down
time, and erroneous invoices. Interprets the terms and
conditions of the GSA Contract with manufacturers to insure
that Acceptance Testing of new computer systems and components
is conducted and reported properly. Reviews maintenance
requirements and the plans available under the GSA Contract
to determine the most favorable plan in the interest of the
Government. Prepares notice required by GSA for the release
of installed equipment.

Assists Chief, Operations Division in the development
and preparation of all plans and programs which are required
for effective Center operations. This includes budget es-
timations and planning. Calculates hourly costs of all
computer systems for determining hardware costs of individual
computer applications and support given other components of
the Agency. Develops and implements procedures for insuring
the accuracy of equipment invoices. Estimates computer
rental and maintenance costs in advance of actual invoice
for use in comparing incurred costs to the budget.
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Assists in development and implementation of automatic
systems for reporting operating statistics, job statistics
and performance measurements for all systems, prepares numerical
accounting totals of equipment utilization for use in Operations
Division Monthly and Ad Hoc Reports, BOB Reports, Agency ADP
Plans, etc.

Initiates action to correct environmental problems in
the Computer Center, i. e., power interruptions, air con-
ditioning failure, and etc. Develops and implements procedures
to cover emergency conditions such as fire, flood, and Act
of God in the Computer Center. Coordinates Operations Division
Emergency Transportation requirements in the event of
weather emergencies. Develops and implements procedures to
recreate vital data stored in the Magnetic Tape and Disk
Library.

Assists in evaluating new data processing supplies such
as magnetic tape, continuous forms, and etc. Appraises
new equipment such as magnetic tape cleaners and certifiers,
copiers of continuous forms, and etc.

Assists Chief, Operations Division in developing and
implementing security and operational procedures.

Reviews applicant files for Operations Division. Conducts
interviews and, after approval by Division Chief, initiates
niring action for qualified individuals. Maintains contact
with individual in pipeline until they EOD. Prepares
reports reflecting current status of plpellne with estimated
EOD dates. Reviews and recommends changes in organization,
personnel assignments and duties.

Minimum Qualifications

Knowledge of Automatic Data Processing {ADP) technology
including trends and developments in digital computer systems
analysis, information storage and retrieval, language processing
systems, computer programming of data for both batch and
real-time situations, and hardware configurations and
capabilities.

Knowledge of concepts, methods, and techniques of systems
programming (e. g. monitor systems, utility programs, executive
routines etc.).

Knowledge of operation research theory, principles, and
techniques in relation to ADP.
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Knowledge of the complexity of various subject matter
fields in relation to computer programming.

Knowledge of Agency management concepts, responsibilities,
and functions and their adaptation to ADP.
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2 May 1973

MEMORANDUM FOR: Deputy Director for Intelligence
Deputy Director for Management and Services
Deputy Director for Operations
Deputy Director for Science and Technology

FROM:

: Inspector General
SUBJECT . ‘s Appointment of Senior Personnel to Key
‘ ' ' Assignments OCutside Their Components
REFERENCES . ES/MC Memo of 22 Mar 73, Subject:

Review of Key Assignments and Appointments

ES/MC Memo of 19 Apr 73, Subject:
+ Appointment of Senior Personnel to Key
Assignments Outside Their Components

1. In the referenced memorandum of 19 April the Executive
Secretary of the CIA Management Committee requested that the
Inspector General review your responses to the ES/MC memorandum
of 22 March and make recommendations on how best to match officers
with positions specified as available for qualified officers from other
directorates. In his absence I am writing to you directly with a
request for additional information.

2. I personally made a thorough review of the responses from
each of the Directorates. I then asked three of my most experienced
inspectors who know the Agency well to make similar independent
reviews. It is our joint conclusion that the submissions in their
present form fall well short of providing the essentials for 2 sensible
selection of officers for assignment to other components. These are
the more significant of the deficiencies in the responses:

a. While the submissions identily positions that could

be filled by officers from other components, they do not--
‘with very rare exceptions--identify positions that are actually.
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open to accommodate officers from other components,
either now or within the near future. Almost all of the
positions on the key assignments roster are either filled
by officers for whom no near-term replacement is
intended or, if the position is vacant or soon to be vacated,
a replacement has already been designated.

b. With few exceptions, the submissions reveal
nothing about the nature of the work involved in positions
identified as being available for qualified officers of
other Directorates, nor do they give any hint as to the
minimum qualifications that candidates should possess in
order to have a reasonable chance of succeeding in them.

3. With the information we now have in hand we can discover
no way of making cogent recommendations on how best to match
qualified officers with positions specified as being available to accom-
modate them. We would need the following additional information as
a minimum: '

a. A definite commitment of specific positions offered
for occupany by officers from another Directorate between
now and the end of fiscal year 1974, together with a firm
date on which each position will be made available.

b. A complete description of the duties of the occupant
of each position to be made available. N

c. A statement of the minimum qualifications required
in a candidate for each such position.

4. Iwould appreciate your furnishing me the additional informa-
_tion cited in the preceding paragraph by no later than 11 May 1973,

STAT

William V. Droe
Inspector General

cc: Executive Secretary, CIA Management Committee
‘Director of Personnel _ -
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= 11 APR 1973

MEMORANDUM FOR: Executive Secretary, CIA Management Committee
SUBJECT : Review of Key Assignments and Appointments

REFERENCE : Your Memo of 22 Mar 73, same subj

1. As requested in referent memorandum a review of current key
personnel assignments and planned appointments within the Management
and Services Directorate has been made. The attachments A through I
present the results of this review by career services within the Manage-
ment and Services Directorate. Biographic profiles are included for each
employee listed on the key personnel agsignment listing.

2. Also attached (Tabs J through R) are listings of senior personnel
(GS-14 through GS-18) who are suitable for appointment to key assignments
outside the career services to which they are presently assigned together
with recommendations concerning the type of assignment. All of the officers
listed have been rated in the top 20 per cent of personnel in their career
service and have at least ten years of Agency service remaining before
planned or mandatory retirement. A‘biographic profile and a copy of the 25%1
two most recent fitness reports are also attached.

3. As a result of this review, positions within the Management
and Services Directorate career services have been identified as key
personnel assignments. Of this number 56 are available to components
other than the career service concerned. Thirteen of the 56 positions require
a degree of technical competence normally found only within the Management
and Services Directorate career services. The remaining 43 could be filled
by officers not under the career cognizance of the Management and Services
Directorate. The number of officers identified who are suitable for appoint -
ment to key as signments outside of their career service is 78.

25%1
HAROLD L. BROWNMAN
Deputy Director
for
Management and Services
Attachments 25%1
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SUPPORT CAREER SERVICE
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